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(1) Changes in assigned duties; 
(2) Divestment by the employee or 

special Government employees of con-
flicting interests; 

(3) Disciplinary action which may be 
in addition to any penalty prescribed 
by law; or 

(4) Disqualification for a particular 
assignment. 
Remedial action, whether disciplinary 
or otherwise, shall be effected in ac-
cordance with any applicable laws, ex-
ecutive orders, and governing regula-
tions. 

§ 1100.4 Policy. 
(a) In Executive Order 11222 pre-

scribing standards of ethical conduct 
for Government officers and employ-
ees, the President asserted the fol-
lowing policy: Where Government is 
based on the consent of the governed, 
every citizen is entitled to have com-
plete confidence in the integrity of his 
government. Each individual officer, 
employee, or advisor of government 
must help to earn and must honor that 
trust by his own integrity and conduct 
in all official actions. 

(b) This order sets forth the rules and 
regulations adopted by the Section in 
response to Executive Order 11222 and 
implements chapter 735 of the Federal 
Personnel Manual. It is the obligation 
of every employee to be thoroughly fa-
miliar with the requirements herein 
and it is further the responsibility of 
each supervisor to assure complete un-
derstanding by employees in his orga-
nization. 

(c) Any information which indicates 
that an employee may have violated 
the provisions of this Order should be 
forwarded through channels by the em-
ployee’s supervisors. It should be sent 
to the supervisory official who, under 
current instructions, is authorized to 
take appropriate remedial or discipli-
nary action. Such action should be 
taken at the lowest practicable super-
visory level in order that if necessary, 
reviews may be made at a higher level 
of supervision. The official to whom in-
formation is addressed will make a 
thorough investigation of the matter 
and take appropriate action. The Per-
sonnel Director, or designated rep-
resentative, will be consulted to insure 
that proposed actions are proper and in 

accordance with applicable laws, Civil 
Service Commission regulations, and 
Section requirements. When official in-
formation is involved, the official in-
vestigating the matter will insure that 
such information is protected in ac-
cordance with applicable regulations. 

(d) Additionally, if the complaint or 
information alleges the acceptance of 
gifts or favors, or the use of official po-
sition for personal advantage, notice of 
the complaint or information shall be 
furnished immediately to the Commis-
sioner. Cases arising in the field shall 
be routed through the Executive Offi-
cer. 

(e) If the complaint or information 
originates within the Section, nec-
essary investigation and/or remedial 
action shall be initiated concurrently 
with the submission of notice to the 
Commissioner. Letters or complaints 
from outside the Section will accom-
pany the notice to the Commissioner, 
who will determine and direct the ac-
tion to be taken on them. 

§ 1100.5 Information to employees. 

(a) Initial information. At the time 
they are published or revised, each em-
ployee will be furnished a copy of the 
Section’s regulations governing em-
ployee responsibilities and conduct. 
Further, the Personnel Director shall 
establish procedures to insure that em-
ployees are periodically reminded of 
these rules and regulations, at least 
annually. 

(b) Counseling service. A counseling 
service is available to provide advice 
and guidance to individual employees 
concerning their responsibilities under 
the Section’s rules and regulations. 
The Personnel Director will provide 
guidance and advice to employees re-
garding the provisions of this order. 
For the purposes of conflict of interest 
laws, the Chief, Real Estate shall serve 
as counselor. 

Subpart B—Conduct and 
Responsibilities 

§ 1100.6 Proscribed actions. 

Employees are forbidden by law to 
take certain actions. An employee 
shall avoid any action which might re-
sult in, or create the appearance of: 
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3 For convenience of reading, the standard 
generic pronoun usage will be followed in the 
remainder of this Order. Where the pronoun 
‘he’ is used it should be understood to in-
clude he or she; ‘him’ includes him or her; 
‘his’, his or hers; ‘himself’, himself or herself. 

(a) Using public office for private 
gain; 

(b) Giving preferential treatment to 
any person; 

(c) Impeding Government efficiency 
or economy; 

(d) Losing complete independence or 
impartiality; 

(e) Making a Government decision 
outside official channels; or 

(f) Affecting adversely the confidence 
of the public in the integrity of the 
Government. 

NOTE: A summary of laws pertinent to all 
Government employees is contained in ap-
pendix C. 

§ 1100.7 Responsibilities. 
(a) Each employee is responsible for 

acquainting him/herself 3 with the 
standards of conduct expected of him, 
and to conduct himself, both on and off 
the job, in a manner which will insure 
that his actions reflect credit to the 
Federal Government and the Section. 

(b) Supervisors will keep subordinate 
employees informed regarding the 
proper standards of conduct required. 
Before any remedial action is initiated 
against an employee whose conduct ap-
pears to be in violation of established 
standards or statutes of conduct, the 
Personnel Director or his designated 
representative will be consulted. 

(c) The Personnel Director, or his 
designated representative, will provide 
assistance and/or counseling to em-
ployees and all levels of management 
in observance of regulations pertinent 
to conduct and/or conflict of interest. 

(d) The Chief, Real Estate is the main 
point of contact on conflicts of interest 
problems. The Special Legal Assistant 
will assist on matters of legal interpre-
tation. 

(e) All employees engaged in procure-
ment and related activities have a spe-
cial responsibility for protecting the 
Government’s interests as well as for 
maintaining the reputation of the Sec-
tion for honesty, courtesy, and fair 
dealing. Accordingly, all such employ-
ees are required to become thoroughly 

familiar with the provisions of Federal 
Personnel Manual, Chapter 735, relat-
ing to procurement activities. 

§ 1100.8 Rules of conduct. 

(a) The primary purpose of estab-
lishing rules of conduct is to provide 
guidance. Although the rules set forth 
in this Order are considered reasonable, 
it is recognized there will be instances 
in which one or more of these rules will 
be disregarded or violated. Provisions 
have therefore been made for the impo-
sition of remedial actions designed 
both to correct the disregard on the 
part of the offenders and to serve as a 
caution to others. 

(b) On-the-job conduct. Each employee 
is expected to: 

(1) Report promptly for work in a 
condition which will permit him to per-
form assigned duties (i.e., in appro-
priate clothing, with any required tools 
and/or equipment, and in a sober condi-
tion). 

(2) Render full, efficient, and indus-
trious service in the performance of as-
signed duties. If insufficient work is as-
signed to occupy an employee fully at 
any given time, he is expected to notify 
his supervisor so that additional work 
may be assigned. 

(3) Give ready response and enthu-
siasm to directions and instructions re-
ceived from his supervisor. 

(4) Exercise courtesy and tact in 
dealings with fellow workers and the 
public. 

(5) Maintain a clean and neat per-
sonal appearance to the maximum 
practicable extent during working 
hours. 

(6) Conserve and protect Federal 
funds, property, equipment, and mate-
rials. 

(7) Observe the various laws, rules, 
regulations, and other authoritative 
instructions, and consistently conduct 
himself in a manner which is beyond 
reproach. 

(8) Recognize his responsibility for 
taking an active part in the Section af-
fairs. 

(9) Uphold with integrity the public 
trust involved in the position to which 
assigned. 
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